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APPLICATION FOR RECORDS DISPOSITION STANDARD 
#\ 

i 
I 

USTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst. Management Systems Division 
~~~ . 

3. lhpi.,  Division. Subdivision E Administering Oflice Address FOR RECORDS MAN~OEMENT DIVISION USE ~~ 

: Date Receivad Application No. Date Completed 

78-2H SEP - 8 1979' 
MARTA 
Finance & Administration SEP - 5 1978 

401 West Peachtree Street, NE - Suite 2200 
Atlanta, Georgia 30308 

Jams ~ A- ~- Merritt 

Personnel Division 1. Application 2. Dept. Application No. 

___. . .. ~ ~~ 

4. Person to Contact 

. 
7. Action Requested 

a. [pWstablish Retention Schedule; recor wil l continue to accumulate. 

b. 0 Dispose of present accumulation; rh further accumulation anticipated. 

c .  0 Amend Application No. Check One: O ' C h a W ;  , 0 Supercede: fl Void - 
. .  , .  

i' 
. - ~  ~~ 

._ ____~ ii 2. 

by title used in office; if different) 

. .  

Employee d benefits (Excluding Pensions & Group Insurance) Fil 
~ - ~~ 

What i s  ihe function of the Division and the Office in which this record ssries i s  created? . .  

. .  . . , .  

8. Dales of Series 

Earliest Latest 

1972 I Present 

The Division of Personnel is responsible for the establishment and administering of 
personnel procedures for the Authority. 

The Division of Personnel'develops and mintains adequate recruitment sources to meet 
the manpower needs of the, Authority. 
of the Division of TrqsportatiQn qd.Maintenance. Specifically, it develops, Implements 
and monitors the Authority's compensation and benefit programs, employee performance 
evaluation plm, and a continuing employee relations program for personnel at all levels 
within the Authority. 
tive Action Program. 

0. Division and Office Function 

It maintains personnel records, with the exception 

Also, this division monitors and enforces the Authority's Affirma- 

.~ 
.... . . - __ __~~~____-~- 

1. Record Series Description This file contains the following dpcuments (include form numbers and titles, if any): 
Attach samples of the file. ' , 

Documents relating to: developing and administering employee henef its for ali personnel. 

Included are: Correspondence and documents relating to all ekployee benefits 
other than Pension & Group Insurance. 
Benefit Procedures, general benkfit correspondence, etc. 

Leaves of absences, 

Fi le  IS arranged. Alphabetically by subject by year 

~~ ~- __ ~~~ - ------..____II. ~ 

2. Monlhly Reference Rate 

One to six months old 

twenty-five months and older -. 

How often are records referred to which are: 
-0 . , ; Seven l o  twelve months old- 5 ;Thirteen to tknty: four months old 10 

-\: ? . -- . .. .. ~- . ., - .- __~---____ 
3. Annual Raiesf  +cumulation of Records :. . . 

; Shelves ;Other (specifvl -_ -~ 
Letter-size drawers 1 Legal-size drawers 

. ,  7 .  
, 

r. 

3012 13/76] 



-. , . .  ,. . .  . , .  , .,., ' ,  ~ ' I  , . , , .. 

_ _  ___- - ~ A-- - - 
a. I s  this the official copy of the series? 

~-______ - .. ..___ ' ,  . . .  
, , . , . . , . .  ., . . 

.zh, Does'lhe s n i e i  contain confidcntial i n f o y v l i o n  Cequiring security handling? if.yes, . ,  cite Iw or regul 

, 
__-.- scheduled sepaiatelv! ~. 

I. I s  the information contained in this series evei . pubiished? If yes. attach COP~. - ~- 
.~ - _- . 

information contained in this series ever analyzed andlor recorded in a summarized report? 

___ ~ - ~ ~ ~ _ _ _  _ _ _ _ ~ - -  - - I f  yes. attach COPY. z _ - _ _ _  ~ _ I !  h. I s  there a duplication'of th is series in your office, or in another office or agency? 

d. Audit period 1 years. a. State Law _ _ _ ~ -  years. 
~ .~ e. Administrative deed . ..Jd .- years. b. Statute of limitation years 

f. Federal retention instructions __ years. c. Federal law :. . .  - ::a years. ~, . , 
~~ ~~ . . ~. . .  . _  . .  . ~~. . .  

Attach copy or excert of laws or regulations. Explain administrative need. 

=Hold in the current files area 

0 Transfer to local holding area: hold _ _ - ~  yeark); then 

=Transfer to@&ecords Center; hold 3~ .- year(s1; then, 

mDes t rov .  

OiLer (Speoiyl 

month(sl& yearlsl; then 

, , '. . .  . , .  > . ~  .. , 

0 Transferto State Archives far permanent . .  . .  retention. . .  

These instructions apply to al l  prior and future dccumulations 01 the series. 

(Indicate tmefly rationale lor recommend.ittons al)ove/or write additional remarks). 

ee oat. 


